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BENEFITS ADMINISTRATION

Chapter 14 
Generate Benefits Reports
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Generate Benefits Reports

ZDEPVerification of Dependent Coverage Report

ZDRPAPERS Not Eligible Report

ZPYUSR0003Deduction/Arrears Report

HRBEN0003Participation Monitor Report

TransactionReport

S_L9C_94000095Headcount Changes Report

PT_ERL00Time Evaluation Message Display Report

HRBEN0074Insurance Plan Cost Report

HRBEN0073Health Plan Cost Report

HRBEN0072Participation Report

HRBEN0077Changes in Benefit Elections Report

HRBEN0079Change in Eligibility Report

HRBEN0071Eligible Employee Report
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Report Tree

Report Tree

The Report Tree organizes the reports available in the Benefits 
Administration infosystem in a structured format.

There can be different report trees for different areas, like 
logistics and the nodes of each report tree can offer different 
reports. 

The reporting functionality allows you to perform the following 
activities:

•Start reports online and in the background 
•Save report output as lists or send items via email
•Select a report variant



14-4

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

14-4

An AASIS Training Guide
HRBEN – Benefits Administration

Benefits Reporting Tree

There are various ways to 
access Benefit Reports in the 
system such as:

Menu path:Menu path: Human Resources 
> Personnel Management > 

Benefits > Info System > 
Reports

Report Tree

In the AASIS System, there are a number of report trees, and 
the nodes of each report tree can offer any number of reports 
and pre-generated lists.

Example Reports

The following are a few of the Benefits reports that are available 
from the Report Tree:

•Eligible Employees
•Changes in Eligibility
•Changes in Benefits Elections 
•Participation 
•Health Plan Costs
•Insurance Plan Costs
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Demonstration

• Eligible Employee Report

Human Resources > Personnel Management > 
Benefits >Info System > Reports> 
Participation > Eligible Employees

(HRBEN0071)

Note: The roles that have authorization to generate this report 
are:

• CLJ/Agency Employee Benefits Management
•State/CLJ/Agency  Employee Benefits Specialist
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1. Follow the menu path or enter 
HRBEN0071 in the command field; 
press Enter

Eligible Employee Report
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3. To check on a specific employee or 
a range of employees, enter the 
appropriate personnel numbers

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.

Eligible Employee Report

2. For Period selection, choose 
the appropriate radio button  

Note: Provide any other optional information to shape your 
results.  See BPP for more information.
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Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  

4. Click to Enter

Eligible Employee Report
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5. Click to Execute

Eligible Employee Report

Note: To search for a specific Plan, 
enter your choice here.  Otherwise 
the report will search for all Benefit 
Plans.

Note: Provide any other optional information to shape your 
results.  See BPP for more information.
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Note: The Entry field represents the 
hire date and the Date field
represents the employee’s Eligibility 
Date for the Plan.

Eligible Employee Report
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Demonstration

• Changes in Eligibility Report
Human Resources > Personnel Management > 

Benefits >Info System > Reports> 
Participation > Changes in eligibility

(HRBEN0079)

Note: The roles that have authorization to generate this report 
are:

• CLJ/Agency Employee Benefits Management
•State/CLJ/Agency  Employee Benefits Specialist
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1. Follow the menu path or enter 
HRBEN0079 in the command field; 
press Enter

Changes in Eligibility Report
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Changes in Eligibility Report

2. For Period selection, choose 
the appropriate radio button  

3. To check on a specific employee or 
a range of employees, enter the 
appropriate personnel numbers

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.
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4. Click Enter

Changes in Eligibility Report

Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  
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5. Click to Execute

Note: To search for a specific Plan, 
enter the Plan here.  Otherwise the 
report will search for all Benefit Plans.

Changes in Eligibility Report
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Changes in Eligibility Report
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Demonstration

• Changes in Benefits Elections Report

Human Resources > Personnel Management >
Benefits >Info System > Reports> Participation > 

Changes in benefits Elections  
(HRBEN0077)

Note: The roles that have authorization to generate this report 
are:

• CLJ/Agency Employee Benefits Management
• State/CLJ/Agency  Employee Benefits Specialist
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1. Follow the menu path or enter 
HRBEN0077 in the command field; 
press Enter

Changes in Benefits Elections Report



14-19

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

14-19

An AASIS Training Guide
HRBEN – Benefits Administration

Changes in Benefits Elections Report

2. For Period selection, choose 
the appropriate radio button  

3. To check on a specific employee or 
a range of employees, enter the 
appropriate personnel numbers

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.
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4. Click Enter

Changes in Benefits Elections Report

Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  
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5. Click Execute

Note: To search for a specific Plan, 
enter the Plan here.  Otherwise the 
report will search for all Benefit Plans.

Changes in Benefits Elections Report
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6. Click on a specific employee 
and click the Choose icon to 
display the employee’s Plan 
information

Changes in Benefits Elections Report

1.

2.
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7. Click ‘Back’ to return to the previous screen.  

Note: Selecting “Choose” from the 
previous screen brings you to the PA20 
Display screen.

Changes in Benefits Elections Report
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Demonstration

• Participation Report
Human Resources > Personnel Management >

Benefits >Info System > Reports> Participation > 
(HRBEN0072)

Note: The roles that have authorization to generate this report 
are:

•CLJ/Agency Employee Benefits Management
•State/CLJ/Agency  Employee Benefits Specialist
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1. Follow the menu path or enter 
HRBEN0072 in the command field; 
press Enter

Participation Report
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Participation Report

2. For Period selection, choose 
the appropriate radio button 
*This report is run on an as needed basis.

3. To check on a specific employee or 
a range of employees, enter the 
appropriate personnel numbers

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.
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Participation Report

4. Click Enter

Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  
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5. Click to Execute

Note: To search for a specific Benefit plan or Program 
grouping, enter the information here.  Otherwise the report 
will search for all Benefit plans and program groupings.

Participation Report
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Participation Report
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Note: If you receive an error table, please investigate the 
errors and make corrections where applicable. 
For example, if the employee is missing personnel data information, 
the Agency Benefits Specialist should use PA30 to correct the error.  

Errors are denoted by a red box under the heading Type.

Participation Report
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Demonstration

• Verification of Dependent Coverage 
Report

Transaction:  ZDEP

The Dependent Coverage/Verification Report tells the following:
1.  If the dependents listed are eligible for benefits
2.  If dependents are students and are over the age of 19 and should

not be covered and if so, indicates that they are students and 
should be reflected on the Infotype 0167 under the Student  
Indicator section.  

3.  List health coverage that does not list enrolled dependents.
(Ex:  Spouse coverage but no spouse)  
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Verification of Dependent Coverage Report 

1. Select ‘Today’

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.
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Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  

4. Click Enter

Verification of Dependent Coverage Report 
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Note: Enter a Selection criteria to 
narrow your search.

5.  Click Execute  

Verification of Dependent Coverage Report 
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Verification of Dependent Coverage Report 

These employee’s records reflect that a dependent’s record was created 
in the Family Member/Dependent Infotype 0021 but are not covered or 
receiving Health benefits.  (See Infotype 0167)  Verify to see whether the 
dependents listed should be enrolled in the employee’s Health Plan.  

Please note: If the dependent is a student and should be receiving 
Health benefits and is between the ages of 19-23, make sure that the 
Student indicator box, located in the infotype 0167, is checked.  

To end a dependent’s record, See the chapter that reflects Ineligible 
Dependents in order to only cancel that dependent’s record for Health 
Benefit coverage.  If the employee is only carrying one dependent, then 
you will need to see the chapter that reflects Adjustment Reasons.
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Demonstration

• Health Plan Costs Report

Human Resources > Personnel Management >
Benefits >Info System > Reports> 

Costs and contributions >Health plan costs
(HRBEN0073)

Note: The roles that have authorization to generate this report 
are:

• CLJ/Agency Employee Benefits Management 
•State/CLJ/Agency  Employee Benefits Specialist
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1. Follow the menu path or enter 
HRBEN0073 in the transaction field; 
press Enter

Health Plan Costs Report
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2. For Key date, choose the 
appropriate radio button

Health Plan Costs Report

Note: Provide any 
other optional 
information to shape 
your results.  
See BPP for more 
information.
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Health Plan Costs Report

3. To check on a specific 
employee or a range of 
employees, enter the 
appropriate personnel 
numbers

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.
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4. Click Enter 

Health Plan Costs Report

Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  
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6. Click to Execute

5. Enter Selection criteria

Note: To search for a specific Benefit plan or 
Program grouping, enter the information here.  
Otherwise the report will search for all Benefit plans 
and program groupings.

Health Plan Costs Report
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Health Plan Costs Report
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Note: If you receive an error table, please investigate 
the errors and make corrections where applicable.  For 
example, if the employee is missing personnel data 
information, the Agency Benefits Specialist needs to 
use PA30 to correct the error.  Errors are denoted by a 
red box under the heading Type.

Health Plan Costs Report
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Demonstration

• Insurance Plan Costs Report

Human Resources > Personnel Management > Benefits >
Info System > Reports> Costs and contributions > 

Insurance plan costs 
(HRBEN0074)

Note: The roles that have authorization to generate this report 
are:

• CLJ/Agency Employee Benefits Management
•State/CLJ/Agency  Employee Benefits Specialist

Note: You may also use this report to view employees 
Optional Life Insurance Coverage amounts.
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1. Follow the menu path or enter 
HRBEN0074 in the command field; 
press enter

Insurance Plan Costs Report

This report will be helpful in determining employee’s whose 
Optional Life Insurance Coverage may exceed $40,000 in the 
new Plan year.  

Employees who have Optional Life Insurance Coverage that 
will automatically exceed $40,000 for the new Plan year due to 
a salary increase, should follow the BPP – Process Annual 
Optional Life Changes Due to Increase in Salary.  

Employees enrolled in a Pre-Tax and Post-Tax Optional Life 
Plan and who voluntarily increase their coverage, should refer 
to the demonstration for Employee Voluntary Increase of 
Coverage Exceeding $40,000.
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Note: Provide any other 
optional information to shape 
your results.  
*See BPP for more information.

2. For Key Date, select the 
appropriate button  

Insurance Plan Costs Report
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3. To check on a specific 
employee or a range of 
employees, enter the 
appropriate personnel 
numbers

Insurance Plan Costs Report

Note: You may 
click on Further 
selections to run the 
report using other 
Selected field areas.
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Insurance Plan Costs Report

4. Click Enter

Insurance Plan Costs Report

Note: Choose any Select field area by 
clicking to the left of the option.  Then 
click on the choose arrow button.  
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6. Click to Execute

5. Enter Selection criteria  

Note: To search for a specific Benefit plan or 
Program grouping, enter the information here.  
Otherwise the report will search for all Benefit plans 
and program groupings.

Insurance Plan Costs Report
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Insurance Plan Costs Report
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Note: If you receive an error table, please 
investigate the errors and make corrections where 
applicable.  For example, if the employee is 
missing personnel data information, the Agency 
Benefits Specialist needs to use PA30 to correct 
the error.  Errors are denoted by a red box under 
the heading Type.

Insurance Plan Costs Report
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Demonstration

• Participation Monitor Eligibility
Human Resources > Personnel Management > 

Benefits >Eligibility
(HRBEN0003)

Note: The roles that have authorization to generate this report 
are:

• CLJ/Agency Employee Benefits Management 
•State/CLJ/Agency  Employee Benefits Specialist
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1. Follow the menu path or enter 
HRBEN0003 in the command field; 
press Enter

Participation Monitor Eligibility
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2. Select the appropriate radio button

3. To check on a specific 
employee or a range of 
employees, enter the 
appropriate personnel 
numbers

Note: You may 
click on Further 
selections to run the 
report using other 
Selected field areas.

Participation Monitor Eligibility
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4. Click Enter 

Participation Monitor Eligibility

Note: Choose any Select field area by 
clicking to the left of the option.  Then 
click on the choose arrow button.  
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6. Click to Execute

5. Enter Selection criteria

Participation Monitor Eligibility
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Please Note: This report is for viewing Participation errors ONLY!  
If changes need to be made, please use transactions codes 
HRBEN0001/PA30 or refer to the BPP’s for corrections.

Participation Monitor Eligibility
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7. Check the Health Plan of the 
employee you would like to 
view.

Participation Monitor Eligibility

8. Click the Display icon to view
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Participation Monitor Eligibility
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Demonstration

• APERS Not Eligible Report
• Employees Enrolled in APERS Plan 

Who Aren’t Eligible Report

Transaction Code:  (ZDRP)

Note: The roles that have authorization to generate this report 
are Agency/CLJ Employee Benefits Management, 
State/Agency/CLJ Employee Benefits Specialist, State 
Benefits Plan Administration, State Benefits Plan 
Management.

This report will reflect employees who have had a Personnel 
Action processed in AASIS for Termination, Retirement, DROP 
or Terminate Concurrent Employment and who are currently 
enrolled in an APERS plan.  
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1.  Enter transaction code 
ZDRP in the command field; 
click Enter

APERS Not Eligible Report
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2.  Select Today

Note: You may 
click on Further 
selections to run the 
report using other 
Selected field areas.

APERS Not Eligible Report
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Note: Choose any Select 
field area by clicking to the left 
of the option.  Then click on 
the choose arrow button.  

4. Click Enter 

APERS Not Eligible Report
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5.  Enter 
Selection criteria

APERS Not Eligible Report
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APERS Not Eligible Report
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for 
Employees Enrolled in 

APERS Plan Who Aren’t Eligible Report

• BUS AREA: The business area of the employee.
• PERSNL AREA: The personnel area of the employee.
• PERNR: The employee’s personnel number.
• NAME: The employee’s name.
• ACTION: The Personnel Action that was processed on the employee.  Listed 

below are the Personnel Action codes that may be reflected on the report:

• Z5 = Termination
• Z7 = Retirement
• Z8 = DROP
• Z0 = Terminate Concurrent Employment

• DATE: The Start date of the Personnel Action.
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Demonstration

• Deductions/Arrears Report
• Deductions Not Taken

Transaction Code:  ZPYUSR0003

Note: The roles that have authorization to generate this report 
are:

•CLJ/Agency Employee Benefits Management
•State/CLJ/Agency  Employee Benefits Specialist
•State/CLJ/Agency Payroll Systems Management
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1. Enter the Transaction code 
ZPYUSR0003 in the command field; 
press Enter

Deduction/Arrears Report
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2. Enter Pay Period 
beginning and end dates

3. To check on a specific 
employee or a range of 
employees, enter the appropriate 
personnel numbers.  

Deduction/Arrears Report
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Deduction/Arrears Report

Note: You may 
click on Further 
selections to run the 
report using other 
Selected field areas.
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4. Click Enter 

Deduction/Arrears Report

Note: Choose any Select field area by 
clicking to the left of the option.  Then 
click on the choose arrow button.  
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8. Click to Execute

7. Enter Selection criteria

Deduction/Arrears Report
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9. Click to Print

10. Click Back

Deduction/Arrears Report

09/12/2004 – 09/25/2004
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Demonstration

• Time Evaluation Message Display 
Report

Human Resources > Time Management > Administration > 
Time Evaluation > Time Evaluation Messages

(PT_ERL00)

Note: The roles that have authorization to generate this report 
are:

•CLJ/Agency Employee Benefits Management
•State/CLJ/Agency  Employee Benefits Specialist
•State/CLJ/Agency Central Time Management
•CLJ/Agency Time Management Specialist
•State/CLJ/Agency Time Management Supervision
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Time Evaluation Message Display Report

1. Enter the Transaction code 
PT_ERL00 in the command field; press 
Enter
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2. Enter desired date range

3. To check on a specific employee 
or a range of employees, enter the 
appropriate personnel numbers  

Time Evaluation Message Display Report
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Time Evaluation Message Display Report

Note: You may 
click on Further 
selections to run the 
report using other 
Selected field areas.
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Time Evaluation Message Display Report

4. Click Enter 

Note: Choose any Select field area by 
clicking to the left of the option.  Then 
click on the choose arrow button.  



14-79

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

14-79

An AASIS Training Guide
HRBEN – Benefits Administration

8. Click Execute

7. Enter Selection criteria

Time Evaluation Message Display Report
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9. Click Details

Time Evaluation Message Display Report
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Note: Review information

Time Evaluation Message Display Report

10.  Click Continue
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11. Click Back 

Time Evaluation Message Display Report
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Demonstration

Headcount Changes Report
Human Resources > Personnel Management > 

Administration > Info System > Reports > 
Organizational Entity >Headcount Changes

(S_L9C_94000095)

Note: The roles that have authorization to generate this report 
are:

•State/CLJ/Agency Personnel Management
•State/CLJ/Agency Personnel Administration
•State/CLJ/Agency Employee Benefits Specialist
•CLJ/Agency Employee Benefits Management
•State Benefits Plan Management (EBD)
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1. Follow the menu path or enter 
S_L9C_94000095 in the command 
field; press Enter

Headcount Changes Report
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Headcount Changes Report

2. Click on 
Goto>Variants>Get.

Note: To run this report for a specific action type, skip steps 2 
thru 6. 
(For example, the DROP action is not one of the variant 
options.  Therefore, you would not use steps 2 thru 6.)
Selecting a specific action type is reflected later in this 
demonstration.
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3. Delete ‘Created by’ 
name from the field.

4. Click Execute

Headcount Changes Report
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5. Select  a variant

6. Click Choose

Headcount Changes Report
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Headcount Changes Report

Note: Automatic default 
variant code for
Action Type (Retirement)
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7. Select Other period, and 
enter date ranges as 
weekly, biweekly, monthly, 
etc. 

8. Select criteria for 
the search.  

9. In the Event date field, 
enter the date ranges as 
reflected in the ‘Other 
period’ field (step 7). 

Headcount Changes Report

Note: You may 
click on Further 
Selections to run 
the report using 
other selected field 
areas.

Note: It is necessary to limit your search by personnel area, 
business area, etc...  Otherwise, your search will run on all 
participating AASIS agencies.
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Headcount Changes Report

10. Click 
Enter

Note: Choose any Select field area by 
clicking the box to the left of the option 
then click on the Choose arrow button.  
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11. Enter information for the 
chosen Selection options

Headcount Changes Report

12. Click Execute 
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Note: After the report has 
been generated, click here 
to print the report.

Note: You can click the Spreadsheet 
icon to transport to Excel.  

Headcount Changes Report

Note: The ‘Entry’ column reflects the date the employee was 
entered in the system.  The ‘From’ column reflects the date the 
employee entered in DROP.
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Questions and Answers


